
                                                         Standard Operating Procedures for KTAM 

TABLE OF CONTENTS 
 
   

 
                                                                                                                          Paragraph        Page
   CHAPTER 1  GENERAL
 

References……………………………………………………… 1-1      1-1 
                 Purpose…………………………………………………………. 1-2      1-1 
                    Applicability……………………………………………………… 1-3      1-1 
                      Outline of the KTAM……………………………………………. 1-4       1-1 
  Certification and Substantiation………………………………. 1-5             1-1 
                          Forms and Documentation………………………...................          1-6             1-2  
                          Retention of Records……………………………………………         1-7             1-3 
                          Establishment of Workweek…………………………………… 1-8      1-3 
            Preparation of T&A Reports…………………………………… 1-9       1-3 
                          Submission of T&A Data/Reports…………………………….. 1-10        1-3 
 

CHAPTER 2  TIMEKEEPER’S ASSESSMENT 
 
                         Responsibilities………………………………………………….. 2-1           2-1 
                         Outline of the timekeeper’s module…………………………… 2-2       2-1 
                         Acceptance of Responsibility Statement……………………… 2-3            2-1 
                         Main Menu……………………………………………………….. 2-4           2-2 
                         Sub-menu……………………………………………………….. 2-5          2-2 
                         Setup Timekeeper’s Basic Information……………………….. 2-6           2-2 
                         Input Certifier’s Information…………………………………….. 2-7           2-2 
                         Setup Employee’s Information……………………………….… 2-8          2-3 
                         Input T&A Data………………………………………………….. 2-9           2-3 
                         Send T&A Data………………………………………………….. 2-10          2-4 
                         Backup T&A Data……………………………………………….. 2-11            2-4 
                         Restore the Backup Data……………………………………….. 2-12            2-4 
                         Clear T&A Data………………………………………………….. 2-13            2-4 
                         Alternate Timekeeper…………………………………………… 2-14            2-4 
                         Figure 2-1 – Setup Timekeeper’s Basic Information…………                    2-6 
                         Figure 2-2 – Input Certifier’s Information………………………        2-6 
                         Figure 2-3 – Setup Employee’s Information…………………..        2-7 
                         Figure 2-4 – Input T&A Data…………………………………….         2-7 
 
   CHAPTER 3  CERTIFYING OFFICER’S ASSESSMENT
 
                         Responsibilities…………………………………………………… 3-1           3-1 
                         Outline of the Certifying Officer’s module……………………… 3-2       3-1 
                         Acceptance of Responsibility Statement………………………. 3-3             3-2 
                         Main Menu…………………………………………………………        3-4         3-2 
                         Sub-menu…………………………………………………………. 3-5              3-2 
                         Setup Certifier’s Information…………………………………….. 3-6              3-2 
                         Import T&A Data………………………………………………….. 3-7              3-3 
                         Verify Certifier and Employee……………………………………. 3-8              3-3 
                         Review T&A Data………………………………………………….  3-9              3-3 
                         Send T&A Data to KN Pay Division……………………………… 3-10            3-4 
                         Backup T&A Data…………………………………………………. 3-11            3-4 
                         Restore the Backup Data…………………………………………. 3-12            3-4 

i 
  
  



                                                         Standard Operating Procedures for KTAM 

                         View Timekeeper’s Information…………………………………… 3-13            3-4 
                         Clear T&A Data…………………………………………………….. 3-14            3-4 
                         Alternate Certifying Officer………………………………………… 3-15            3-4 
                         Figure 3-1 – Sample of the List of Employees for Verification…        3-6 
                         Figure 3-2 – Review T&A Data……………………………………               3-6 
                         Figure 3-3 – Sample of Korean Employee Time Sheet………….        3-7 
                         Figure 3-4 – Sample of Disabled for T&A data transmission……        3-7 
 
 
   CHAPTER 4  INSTRUCTIONS FOR INSTALLATION OF MODULES 
 
                          Installation………………………………………………………….. 4-1             4-1 
                          Minimum Specifications…………………………………………..  4-2             4-1 
                          Trouble-shooting & POC………………………………………….. 4-3      4-1 
 
 
   CHAPTER 5  GENERAL GUIDANCE AND SAMPLES FOR PREPARATION 
                         OF THE KOREAN EMPLOYEE TIME AND ATTENDANCE 
                         SHEET FOR NORMAL EMPLOYEES
 
                         General………………………………………………………… ….. 5-1              5-1 
                         T&A Codes…………………………………………………………. 5-2       5-1 
                         T&A Samples 
                             a. A – Annual Leave……………………………………………. 5-3a            5-1 
                             b. S – Sick Leave………………………………………………..      5-3b            5-2 
                             c. H – Korean Legal Holidays Off……………………………… 5-3c            5-2 
                             d. HW – Korean Legal Holiday Worked……………………… 5-3d            5-2 
                             e. MT – Maternity Leave……………………………………….. 5-3e            5-3 
                             f.  MW – Maternity Leave Without Pay……………………….. 5-3f       5-4 
                             g. SU – Suspension……………………………………………. 5-3g       5-4 
                             h. AW – Absence Without Leave…………………………….. 5-3h            5-4 
                             i.  N – Night Differential………………………………………… 5-3i             5-5 
                             j.  OT – Overtime Worked……………………………………… 5-3j             5-5 
                             k. W – Leave Without Pay……………………………………… 5-3k       5-8 
                             l.  O – Other Leave with Pay…………………………………… 5-3l             5-9 
                             m. UM – Union Member………………………………………… 5-3m           5-9 
                             n.  TDY – Temporary Duty……………………………………… 5-3n            5-9 
                             o.  CT – Compensatory Time Worked………………………… 5-3o            5-9 
                             p.  C – Compensatory Leave Taken…………………………… 5-3p            5-9 
                             q.  EW – Extended Workweek…………………………………. 5-3q            5-9 
                             r.  DO – Day Off…………………………………………………. 5-3r             5-11 
 
   APPENDIX A  GUIDANCE AND SAMPLES FOR PREPARATION OF  
                           THE KOREAN EMPLOYEE TIME AND ATTENDANCE 
                           SHEET FOR 4-10 CWS EMPLOYEES
 
                           General…………………………………………………………… A-1              A-1 
                           Coding for CWS Time Earned and Used…………………….. A-2              A-1 
                           Annual and Sick Leave…………………………………………. A-3              A-1 
                           Overtime Pay…………………………………………………….. A-4              A-2 
                           Holidays…………………………………………………………... A-5              A-3 
  
      

ii 
  
  



                                                         Standard Operating Procedures for KTAM 

   APPENDIX B  GUIDANCE AND SAMPLES FOR PREPARATION OF  
                           THE KOREAN EMPLOYEE TIME AND ATTENDANCE 
                           SHEET FOR 5-4/9 CWS EMPLOYEES
 
                           General…………………………………………………………… B-1             B-1 
                           Coding for CWS Time Earned and Used…………………….. B-2             B-1 
                           Annual and Sick Leave…………………………………………. B-3             B-2 
                           Overtime Pay…………………………………………………….. B-4             B-2 
                           Holidays…………………………………………………………... B-5             B-5 
 
   APPENDIX C AUTHORIZATION LETTER FORMAT & SAMPLE
 
                          Letter Format……………………………………………………                    C-1 
                          Sample…………………………………….……………………..                    C-2 
                              
 
 
 
  
 
                           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

iii 
  
  


